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Cl ass Specifications
for the C ass:

CONTROL ACCOUNTS BOOKKEEPER |

Duties Summary:

Revi ews and records transactions for master subsidiary
| edger accounts of the State; assists in summarizing these
accounts; and perfornms other duties as required.

Di stingui shing Characteristics:

Positions in this class are assigned control accounts
bookkeeper work in the maintenance of master subsidiary |edger
accounts of the State in a central fiscal agency. In addition to
mechani cal operation of bookkeepi ng machi nes under a technical
set of rules, this class is distinguished by its review and
resol ving of accounting code classifications in a transaction
matri x that affects all official docunents recorded. Wbork is
performed under the supervision of a higher-level control
accounts bookkeeper in charge of the nmai ntenance and control of
the State's master subsidiary |edger accounts which include
general , special, bond and trust and agency funds of the State.

Exanpl es of Duties:

Through an el ectronic accounting systemconsisting of (1) a
control console, (2) an electronic processor (solid state
conputer), and (3) an automatic | edger reader, posts on naster
subsidiary | edgers all pertinent accounting data obtained from
Appropriation Warrants, Requests for Allotnent and All ot nent
Advi ces, Treasury Deposit Receipts, Warrant Vouchers, and ot her
docunents; verifies correctness of accounting and operati onal
codes; checks for errors and makes correcting entries; reconciles
trial balances with general |edger control accounts; verifies
appropriation bal ances with departnental accounts; notifies
departnments of errors in distribution of receipts and paynents;
uses the electronic accounting systemto prepare quarterly
statenents showi ng the status of appropriations, allotnents,
encunbrance-contracts, and encunbrance-cl ai ns of departnments and
agenci es; prepares other financial statenents; reviews
conputations to determ ne whether an allotnment represents a net
expansi on or reduction, and whether or not sufficient bal ances
are available to record the allotnment as approved by the Director
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of Finance or the Director of the Departnment of Planning and
Econom ¢ Devel opnent and the Governor (for CIP appropriations);
det erm nes whet her summary warrant vouchers processed require
conpani on entries via journal vouchers and indicates such

requi renents on the Register of Audited C ains; prepares, at the
end of each quarter, a listing of anbunts to be retained for
unvouchered cl ai ns agai nst "personal services" allotnents and
"ot her expenses" allotnents and cal cul ates the unrequired

bal ances for reversion; advises accountants, fiscal officers and
ot her fiscal personnel when questioned on problens pertaining to
their accounts; and serves as resource to auditors and ot her
consultants requiring information regardi ng operation of the
State's accounting system

Know edge and Abilities Required:

Knowl edge of: O fice practices and procedures; principles
and practices of account record keeping; operation of electronic
accounting machi nes including the cause and effect relationships
of inputs and out puts.

Ability to: Review accounting transactions; maintain
accurate fiscal records; prepare correct financial statenents;
operate a cal cul ati ng and addi ng nmachi ne; use an el ectronic
accounting systemto post accounts or prepare financial
statenents; apply governnental bookkeepi ng standards, understand
and explain State bookkeeping practices and procedures; exam ne
and verify financial docunents and reports; maintain effective
wor ki ng rel ati onshi ps with others.
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